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	OBJECTIVE


Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

	Professional Experience
	Total Years of Experience
	Name of Organisation

	Worked as a HR Executive
	August 2013 –January 2015

	Muble  Soluction [Urogulf],Kochi, Kerala, India

	Worked as a Receptionist
	February 2008 – July 2008
	Hotel Abad Plaza Kochi, Kerala ,India

	Worked as a Front Office Trainee
	JULY 2007-January 2008
	Hotel Sammer sand, kottayam, Kerala, India.


Total Experience:  1 years of experience with HR Executive Expertise
   1 years of experience with Front Office Expertise
Muble Soluction [Urogulf Group] , Pvt Ltd, Kochi, Kerala, India.


 HR EXECUTIVE         

Roles and responsibilities                                                                                                                              (August2013 to January 2015 )
Recruitment
1. Assigning job Description.
2. Identify the source for hiring, 
3. Assisting HR manager for selection of candidate.
Operations 
1.  Handling  joining formalities of  new employees.
2. Handling Employee Database (Both in Soft Form and Files Management)
3. Employees Leaves and Attendance   Management
4. Assisting accounts dept for payroll preparation 
 5. Exit-Interviews
 Employee Relation 
1. Handling all the queries of the employees. Be it related to Salary, Leaves, Attendance, and Transfer etc.
2. They are also expected to explain the various policies, strategies and benefits to employees.
3. They should motivate the employees on day-to-day basis.    
Hotel Abad Plaza ,Kochi ,kerala, India
(February 2008 – July 2008)
FRONT OFFICE EXECUTIVE
Roles and Responsibilities

· Take reservation
· Assisting guest with special request

· Give guest directions to local places

· Tidy the lobby and front desk area

· Maintaining  the visitors record 
Hotel Summer sand Pvt. Ltd, Kottayam, Kerala, India.
(July2007– January 2008) 
FRONT OFFICE TRAINEE

Roles and Responsibilities 
· Getting trained on all front office functions

·  Attending visitors, and handling their queries.
· Attending phone calls, and forwarding them to the concerned people.
· Maintaining the visitors’ record.

 EDUCATIONAL QUALIFICATION
	B com with computer Application

S.N. Educational Research and Examination Board.
	2013
	70%

	Higher Secondary Education(plus 2)
Higher Secondary Education board

	2010
	                               55%

	Diploma In Hotel Management

Indian Education STED Council

	2008
	80%

	 Secondary Education [SSLC]

Secondary Education board
	2006
	60%


	COMPUTER  SKILLS


· Tally ERP 9
· Ms office
	PERSONAL INFORMATION


Date of Birth


:

20th May 1990
Age



:

24 years

Sex



:

Female

Nationality


:

Indian

Marital Status


:

Single
Hobbies



:
                  Travelling, Listening  music ,cooking
Languages Known


:

English, Tamil, Malayalam.
Current Location


:                                    UAE
Availability Period                              :                                Immediate
